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Introduction

The “Lisa L.” case is a federal class action lawsuit brought in 1987 against the Maryland
Departments of Health and Mental Hygiene (DHMH), Human Resources (DHR) and Juvenile
Services (D]S) on behalf of all children and adolescents who remain in Maryland’s State
psychiatric hospitals after the time they are ready for discharge, as determined by the hospital
treatment team, or who are discharged to placements in which they do not receive the
services recommended by the hospital staff. The class also includes all children and
adolescents in State custody who remain in private psychiatric hospitals after the time they
are ready for discharge or who are discharged to placements in which they do not receive the
services recommended by the hospital staff. An interim settlement agreement that required
the State to implement discharge plans within decreasing timelines, went into effect in May
1990. Currently, the State has regulations in place that govern interagency discharge
planning for children and adolescents- COMAR 14.31.03. Children subject to these
regulations are defined as “Hospitalized Child”.

Defining a “Hospitalized Child”

According to the regulations, a hospitalized child refers to the following:
1. State Hospitalized Child: Minor admitted to MHA’s inpatient hospital level of care

2. Privately Hospitalized Child: A minor committed by juvenile court order to State
custody and admitted to a private psychiatric hospital.

The Automated Tracking System

The regulations require that each State and private psychiatric shall complete a tracking
form for each hospitalized child and report to a Department within 24 hours after first
business day after admission. The tracking process currently uses an automated system called
the Psychiatric Hospitalization Tracking System for Youth (PHTSY) which is a module in the
State Children, Youth and Families Information System (SCYFIS). The PHTSY module is
managed by the Case Service Coordination Unit/Lisa L. Project (currently housed at the
Department of Health and Mental Hygiene, Mental Hygiene Administration) in collaboration
with Information Technology staff at the Governor’s Office for Children (GOC).



About the Psychiatric Hospitalization Tracking
System for Youth (PHTSY)

The Psychiatric Hospitalization Tracking System for Youth (PHTSY) is a module within
the State Children, Youth and Families Information System (SCYFIS).

Purpose of PHTSY

1. PHTSY was developed to facilitate compliance with the regulations governing
interagency discharge planning for children and adolescents (COMAR 01.04.03).

2. PHTSY is designed to assist staff members at psychiatric hospitals participating in the
tracking system and the Multi-Agency Review Team (MART) to track the progress towards
discharge of youth in State custody who are experiencing psychiatric hospitalizations.

PHTSY Contacts

The PHTSY module has an on-screen guide available by clicking on “Help” link at the top
of the screen or the help icon (yellow circle with a question mark in the middle) to obtain
guidance in completing the various forms.

It is hoped that routine users of PHTSY will rarely need written documentation to use the
system. However, this “How-To” Guide is intended to assist new PHTSY users in using this
computer system and contains step-by-step instructions for common tasks. For questions or
concerns about this guide, please contact:

Musu Fofana: (410) 402-8314 mfofana@dhmh.state.md.us
Candice Adams (410) 402-8313 adamsc@dhmh.state.md.us
Antoinette Thomas  (410) 767-62424 athomas@goc.state.md.us
IT Support itsupport@goc.state.md.us

Users can also complete the SCYFIS “Contact Us” form at the top of the screen to request
assistance with system related issues.



PHTSY User Groups

PHTSY has the following user groups:

1.

2.

4.

Case Management Program Director/PHTSY Hospital Staff:

a. This is the designation for all hospital staff that have access to PHTSY and
both designations have the same access level. The hospital staff enters a new
case in the system (Child Information and agency contacts screen), edits
information entered, adds a new discharge activity record (Discharge activity
screen) has exclusive rights to add a clinically determined discharge date,
make changes to this date and enter the hospital discharge plan (add new
activity , discharge activity screen).

b. Finally the Case Management Program Director or hospital staff has exclusive
rights to close a case and enter information into the discharge notification
screen. All email reminders from the PHTSY Activity Check are sent to the
Case Management Program Director or Hospital Social Worker designated as
the ‘Case Owner’ — see Child Information Screen, Hospital Information.

c. The Case Service Coordinator Access also has permissions to view LCC cases
for all PHTSY cases.

Member Group-MART: This designation is for the lead agency representatives on the

MART. They can add a discharge activity record but their changes do not affect the
days since last entry in the discharge activities screen of PHTSY since they are not
required to enter this information by regulation. They receive an automated reminder
each time a new case, in the custody of their agency, is entered in the system. They
can also access Quick Report to produce a list of all cases assigned to their agencies or
to other agencies represented on the MART. This user group must be able to see all
PHTSY cases but receives an auto email for New Hospitalizations for cases committed
to their respective agencies only.

MART Member Group-Liaison to State hospitals: This is the permission level for the
MHA representative on the MART. This designation provides the additional
permission for the MHA representative to receive auto emails from SCYFIS for all

new hospitalizations at Spring Grove Hospital Center, regardless of agency
commitment.

Local Agency Access: This is a read-only access to all DSS cases for Baltimore City
(currently accessible only to the DSS Lisa L. coordinator).

Case Service Coordination Unit: This is the PHTSY Administrator access for the
MART Case Service Coordinator and Administrative Officer. This user group ensures
that they receive an automated reminder for every new case entered in PHTSY,
copies of all reminders sent out from PHTSY Activity check. They have exclusive
rights to add discharge activity records designated as “MART Updates” (discharge
activity screen, add new activity). This group also has permission to add new users
(MART Member Group, Case Management Program Director/PHTSY Hospital Staff,
MART Member Group-Liaison to State Hospitals and Local Agency Users) and also to
deactivate accounts of these users.



Setting Up New User Accounts in PHTSY

To assure continued compliance with the regulations, new staff at participating hospitals
and agencies who will be working with “hospitalized children” in State custody, receive
training on the use of the PHTSY tracking system. The following steps are required for
setting up a new user in PHTSY:

1. Unit Supervisor or Manager completes/authorizes the creation of a new user account
by completing a New User Request Form on Appendix 1 of this guide or obtaining a
faxed copy by contacting the Administrative Officer of the Case Service Coordination
Unit, Candice Adams at 410-402-8313 or by email at adamsc@dhmbh.state.md.us.

2. The completed New User Request Form should be faxed to the Administrative
Officer.

3. The Administrative Officer contacts the hospital unit to schedule training for the
New Staff. The training will focus on the Regulations and the Use of the Tracking

System.

4. The prospective new user must complete an original signed confidentiality
agreement before account access can be provided to the system.

Users are not allowed to share accounts. All users are reminded of the security policy for
the system each time they sign-on to the SCYFIS system.

Deactivating User Accounts in PHTSY

Due to the confidential nature of the data in the system, Unit Supervisor/Manager must
request deactivation of any user account no longer required by submitting a completed
deactivation form within 48 hours to the Administrative Officer of the Case Service
Coordination Unit, Candice Adams at 410-402-8313 or by email at

adamsc@dhmbh.state.md.us.

Critical Timelines for Entry of Data into PHTSY

1. New Hospitalization: According to the regulations (Appendix 3), each State and
Private Psychiatric Hospital (as identified in the regulations) shall complete a tracking
form each hospitalized child and report to a Department within 24 hours after first
business day after admission.

2. Discharge Activity Updates: It is required that each case entered in PHTSY be
updated weekly with information on discharge related activities.


mailto:adamsc@dhmh.state.md.us
mailto:adamsc@dhmh.state.md.us

3. Discharge Notification: Once a child is discharged, the hospital is required to

complete a discharge notification on the date of discharge, placement at discharge and
indicate whether the placement is an interim or recommended placement.

PHTSY Automated Reminders and other Quality Assurance Protocols

1.

Automated Reminders: The system generates automated reminders to the hospital
social worker assigned to the case, if the case has not been updated in 7 or more days.
These automated reminders are generated every 7 days.

Reminder Letters from the Case Service Coordination Unit: If the Unit learns about
the admission of a child in State custody to a participating hospital from the Custodial
agency and if the case has not been entered in the system, the Unit will follow up
with a reminder phone call, letter or email to the hospital social worker assigned to
the case or the unit manager to request an admission notification.

Other Reminders: The unit will also follow up with a phone call, letter or email
request for a discharge notification on any cases that have not been closed
(discharged) in the system.

PHTSY Documents and Resources via the GOC Website

1.

Additional information and resources are available on the GOC website at
http://goc.maryland.gov/SCYFIS_module.html.

This page is frequently updated with the most current documents for the PHTSY
module.



Log In and Accessing the SCYFIS System

Minimum Requirements

e IBM or Macintosh computers with Internet access (hi-speed connections such as
cable, DSL, or Wireless are preferred, but a dial-in connection works well also)

e Microsoft Internet Explorer 5.5 or Higher. To obtain a free version look for “latest
version” http://www.microsoft.com/windows/ie/downloads/default.asp. Internet

Explorer Version 8.0 is the latest version as of 2010. Installation time ranges about
10-15 minutes on a hi-speed connection, and up to an hour on a dial-up connection.

Finding PHTSY on the Internet

PHTSY is located on the SCYFIS website-a secure Internet application. Authorized users
can access PHTSY at the following web address, using Microsoft Internet Explorer, Version
5.5 or higher:

https://scyfis.goc.maryland.gov

Adding SCYFIS Logon page to Favorites

Once the user has accessed the SCYFIS log-on web page, complete the following steps to
add it to Favorites:

1. Click on FAVORITES in the Internet Explorer Menu bar

2. Click ADD TO FAVORITES

3. Click OK to confirm

This “Favorite” site will be called “Welcome to SCYFIS!” For future logons to the
SCYFIS-PHTSY web page, simply click on the Favorites menu bar and select the
Welcome to SCYFIS! Web page.


http://www.microsoft.com/windows/ie/downloads/default.asp
https://scyfis.goc.maryland.gov/

Logging onto SCYFIS

At the logon screen, type in your user name and your temporary password provided by
the SCYFIS-PHTSY technical support team, then click “Log On” (Figure 1).

~
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e VIARYLAND I
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System!
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(pronounced sy-is with o Jan 2006 -(draft) Resource
stress on the first syllable) Directory Guide User Name: |caadams

Oct. 2005 Password:

Sign Up

Request a user account, or get e C3I- Nov2004
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Figure 1

Changing your temporary password

A new user will be required to replace the temporary password with his/her real
password (Figure 2). To change your temporary password, fill in the temporary password on
the first line, then fill in the new password on the second and third lines. Once accepted, the
user will see the message “Password Changed!”

$ SclyF]7js] Help Contactus
Tt [ Administered by the Maryland Governor's Office for Children ] ﬁ

CHANGE YOUR PASSWORD, |

Your Current Password has expired. Please select a New Password now:
User Name: adamsHospstaff’
Old Password: ]
New Password:
Confirm New Password: —
Bave Changes

Must be at least 6 characters long.

Must contain af least 1 numeric character.

Must contain at least 1 alphabetic character.

New password cannot be the same as your previous three passwords.

(Note: You are working from the Training server.)

3/10/2008 10:26:54 AM

&] Done P Internet:
m@ 15 Mrosoft ... 'H £ 2 novel grou... v [Ng g D 1027 M
Figure 2
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SCYFIS Home Tab

Once logged in, the user will see the SCYFIS home page (Figure 3) and have access only
to the PHTSY cases assigned to him/her. At any time during the SCYFIS session, the user
may send a comment to the SCYFIS support team at the Governor’s Office for Children,, by

pressing the “Comments” button at the top right.

SClYIFI7Is]

,:M-' Home Cases | Users | Resources | System Personal|

adamsHospstaff. --

-- Hello HosStaff Candice Adams. Today is Monday, March 10, 2008, and you're logged on as

Help Contact us

Reminders AddNew
- You have no Reminders at this time -

My Notes/To Do List

Save

Input Wizards
PHTSY:

= New Hogpitalization
My Cases
(shortcuts)
None.

Reports
General:

s PHTSY Activity
Check

= ReportFinder

s QuickReport

View Announcements

View SCYFIS Updates

f

@ Internet

&l
m ‘ [ 15 Merosoft vH [SPATECIC IR~ - Internet Ex..
Figure 3

Updating Your Contact Information

e é@(\)@ 10:28 AW

Please take a moment to enter your e-mail address and phone number (if not already

recorded) by clicking on the Personal tab in Figure 3, and then clicking on “Edit My

Information.” In the “My Information” screen, you can add/modify your e-mail and phone
number, but also your name, username, and title (Figure 4). Once the changes are made,

click on “Save and Return” and then on the Home tab.

E; Sic)YiFi7]s] Help Contactus (LG OFF)
_tid  Home  Cases  Users Resources System Personal | ri-‘ﬁ
<< Back
Name: HosStaff CandiceAdams Title:  Job Title
Phone Fax E-mail: AdamsCi@dhmh state md.us  User Name: adamsHospstaff
Edit My Information #
Page Function
My Password Change your password.
Service Provider QuickList Change Service Providers in QuickList
Cases Settings for screens under the Cages tab
Resources Settings for screens under the Resources tab
Users Settings for screens under the Users tab
General Settings for screens across the entire system
(Note: You are working from the Training server.)
3/10/2008 10:29:22 AM
9_1 htip://scyfistraining.cleverex. com/ocyfien/ocyfiPersonalindex.asp  nternet

= é@@@ 10:29 AM

v“ £ 2 Novell Grow... v (SRR =

| [ 15 Meroseft
Figure 4
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Main Screens in PHTSY

PHTSY contains four simple screens/menu tabs that capture the following:
1) Child Information and Agency Contacts Screens contain basic information about the
youth and the State agency or agencies involved with the youth
2) Discharge Activities/Menu Tab Screen contains a record of discharge planning
activities by hospital and Multi-Agency Review Team (MART) members
3) Discharge Notification Screens contains a record of the date of discharge of the youth

and the placement to which the youth was discharged.

Creating a NEW PHTSY Case (Hospital Staff)

COMAR 01.04.03 requires that hospital staff in psychiatric hospitals participating in the

automated tracking process, notify the State Multi-Agency Review Team when a youth is
admitted to the hospital (within 24 hours of admission). This notification will now be
accomplished through SCYFIS-PHTSY.

To start a new hospitalization, log onto SCYFIS and find the Input Wizard called “New
Hospitalization” on the home page (see Figure 3). This will guide the user through a short
series of input screens to record critical information about the hospitalization. Each of these
screens is reviewed below.

Child Information Screen — Figures 5 and 6

Once the user has selected the psychiatric hospital with which he/she is affiliated, the first
input screen captures information about the youth being hospitalized, starting with the
youth’s first and last name and date of birth. (Figure 5). Fields marked with a red asterisk (*)
are required fields which means that YOU MUST COMPLETE THESE FIELDS IN ORDER
TO SAVE THE SCREEN AND MOVE ONTO THE NEXT SCREEN.

E; Slc|Yr]1]s] Help Contactus (LSS GFF)
T
@1 Home Cases| Users Resources | System Personal | ii.“ﬁ
SCYFIS
Input ﬁf PHTSY: New Hospitalization: ~ Step 1 of 4
Wizard -

CASE CHILD \

Last Name:*
First Name:*
DOB

Check Spelling | Save & Cortinue >> |

(Note: You are working from the Training server.)

3/10/2008 10:44:21 AM

] Done # Internet

m @15 merosot .+ €92 novel Grou.. ~ [ FE é@@@ 10144 4M1
Figure 5
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The purpose of completing this field is to enable PHTSY to verify if this youth has had a
prior hospitalization at the user’s hospital. If there has been a prior hospitalization, PHTSY
will inform the user that there is a matching hospitalization and will show a list of one or
more possible matches. If the youth being hospitalized NOW is the same as the youth listed
with a PRIOR hospitalization, then click on the button indicating “Create New Case Based on
This Case/Person.” If the youth being hospitalized NOW is NOT the same, then (at the
bottom of the page) click on the YES button associated with the question “Ignore Matches
and Add a New Person/New Case?”

If there are no matches, the user goes to the next screen, which is called “New PHTSY
Case: Child Info” (Figure 6) — Not the entire screen is shown here). A critical question starts
off this screen — Is child in custody of a Maryland agency? The answer to this question must
be YES in order to record this youth’s hospitalization record, and the hospital user must also
enter the county of custody and custodial agency.

= Bierviziiis) Belp Contactus  (E000ED |~
& . e
@i Home Cases| Users R ces y F 1 e
SCYFIS
Input ﬂ PHTSY: New Hospitalization:  Step 2 of 4
Wizard )
New PHTSY CASE: CHILD INFO <)
Custody
Is child i custody of a I\Lu}'ltuxl [Flyes  No
agency? ;
I~ DSS
= DIS
- MHA
Demographic Info
Last Name * [Johnson
First Name:* [Timmy
Middle Name: |
Gender*  © Male © Female
DOB* [o2/01/1994  [E
Race [check all that apply] ™ White . BI?Ck alncay |
iy American -
&]one & Internet
m [ 15 Mrosoft .. v | ¥ 2 Novel Grou...  ~ ISR e éﬂ @:Qj@ 10147 AM
i

Figure 6

Each of the fields marked with a red asterisk must be filled in on this screen. In addition
to the custodial agency, the user must also indicate the Lead Agency (CSA.MHA, DDA, D]JS,
DSS, and LSS) and whether any of the other agencies are involved (not shown here). Once
the fields are completed in this screen, the user clicks the “Save and continue” icon at the top
of the page.
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Barriers to Discharge Screen

The next screen to be completed is called “Barriers to Discharge” (Figure 7).

g BEIvIZI715] o o (R )
“tied | Home \Cases\ Users | Resources \ System | Personal | m
SCYFIS 4y
Input ﬁ PHTSY: New Hospitalization: Step 3 of 4
‘Wizard

BARRIERS TO DISCHARGE &

Legal Barriers
I~ Awaiting return to detention

I~ Cowt Committed - Release Forbidden )
™ Legal Guardian refusing responsibility

I~ Patient refusing identified placement

I~ Patient's family refusing identified placement

Symptomatology

I~ Aggressive behavior

I~ Bizarre/psychotic behaviors

I~ Demonstrated sexual aggression

I~ Fire setting =ix months or less prior to admission

I~ History of fire setting

I~ History of sexually aggressive behaviors

I~ Other  Specify: [
I~ Phvsicallv ageressive/abusive to peers ]

&] Done P Internet
m‘\@ 15 Mirosoft... | 3 2 Movel Grau. vagp 10:50 AM
Figure 7

Barriers to discharge include Legal, Symptomology, and Systems Issues (not shown).
The user checks off the applicable barriers to discharge. The user can also write
comments about the selected barriers or other barriers in a text box at the bottom of this

screen.

Agency Contact Screen

Once this screen is completed, the user will be asked to fill in, at a minimum, the name
and phone number of the Lead Agency contact who will be staffing the case

(Figure 8).
g Slelvirli]s] Help Comtactus (LOS oFF)
e

\ Home \Cases\ Users \ Resources \ System \ Personal | M

=]

SCYFIS
Input #‘ PHTSY: New Hospitalization:  Step 4 of 4
Wizard )

AGENCY CONTACT @ |
Agency. DSS
Local Lead Agency (Provider):  Select.
Agency Address J
(Quick List): [[+]
Agency Contact Person:*
Contact Person Phone* [ Bxt: [
Contact Person Fax ,7 -
Contact Person E-Mail: [
Contact Person's Supervisor: [
Supervigor Phone ,7 Ext l—
Supervisor Fax ,—
Supervisor E-Mail: [

Coamments

@&]oone

mﬂ [#] 15 Microsoft .. v" ) o novelGrou... v RS
Figure 8

In this example, DJS was identified as the lead agency, and so the Agency Contact
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information needs to be filled in for the D]JS staff person responsible for the youth being
hospitalized. IF IT IS AVAILABLE, enter in the staff person’s E-MAIL address as well, so that
the staff person’s contact information is readily available in the Discharge Activities section of
the PHTSY system.

Once this screen is completed, the initial data entry is COMPLETE, and the following
screen appears (Figure 9). 3

)2 SIClY|F7]5] Help Contactus [LOG OFF|
Céﬂ Home Cases| Users | R ces | System Personal r'gﬁ

You have completed the New Hospitalization Input Wizard.
Click here to view the data that you entered.

(Note: You are working from the Training server.)

3/10/2008 10:54:38 AM
&]Dore D Internet
[ 15 Merosoft.. v | 65 2 Novel Grou... v [IESEREETIEIS0 el é‘ﬂi«:@ 10:54 AM
o
Figure 9

As can be seen, there are 2 options:
1. Click here to view the case just entered, or
2. Click on the other agency that is involved with the youth and fill in information

about that staff person.

In this example the DDA is also designated as one of the agencies involved with the

hospitalized youth.

If option 1 is selected (click here to view the case), then the next screen to appear will be
the formal case record for the new hospitalization (the Thomas Fake case in this example-

Figure 10).
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Viewing the New Case Record

BEvr5 Help Comactus  S88HH)

i1 Home Cases Users Resources | System Personal | :—‘i’fﬁ
- Child Info | Agency Contacts | Discharge Activities | Discharge Notification
4dd case 6164 to "My Cases (shortcuts)" list

LeA]|

<< Back
Casze: 6164 Days Past: N/JA  Admit: 3/10/08 FID: 212 Cluld: Johnson, Timmy (14.1) {3}

CHILD INFO

Custody
Iz cluld mn custody of a Maryland agency? Yes
County of Custody: Baltimore County

Custodial Agency: DSS

Demographic Info
Last Name: Johnson

First Name: Timmy

Middle Name
Gender: Male
DOB 2/1/1994
Race [check all that apply]
Agian
[

< i 2]
@] Done @ Internet
m ‘ 15 Microsoft vH | SPICIETCETIR o Internet Ex... e é@@ 10:55 AM
Figure 10

New Case Record
In the PHTSY case record, under the Cases tab, there are 4 tabs:
= Child Info
* Agency Contacts
* Discharge Activities
* Discharge Notification

The Input Wizard screens populated the Child Info and Agency Contacts tabs, as follows:

1) Child Info tab contains these forms:
a) Child info (Custody, Demographic, Admission and Educational information)

b) Barriers to Discharge
c¢) Hospital Information (not contained in Input Wizard, details to follow below)

2) Agency Contacts tab contains these forms(s):
a) Agency Contact screen for the Lead Agency and other agencies involved in the
hospitalization. If possible, ENTER AN E-MAIL ADDRESS FOR THE AGENCY

STAFF PERSON.
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Case Record Banner

The case record banner is also displayed on each screen, which contains the following
information:

Case: 5012  Days Past: N/A  Admit 6/1/04 FID: 3490 Child: Fake, Thomas {27} [PH]

e (Case = Case number, the unique number assigned by SCYFIS to this hospitalization

e Days Past = This value will refer to one of 3 situations:

o N/A means that the youth currently DOES require continued inpatient
treatment;

o A Red number refers to the number of days from the date that the youth NO
LONGER requires continued inpatient treatment to the current date- this is
intended to be a “red flag” for cases that require immediate attention; and

o A Black number refers to the number of days from the date that the youth NO
LONGER required continued inpatient treatment to the actual discharge date.

e Admit = The hospitalization admission date

e FID = Family Identification Number- in PHTSY the FID currently has no use for FID.
SCYFIS’ structure has the capacity to track the family of individual clients. At this
time, there are no screens available in PHTSY to add family members; however if this
became a requirement for PHTSY, SCYFIS will be ready to accommodate screen
containing family member information.

e Child = Last and first name of the hospitalized youth, along with a number in
parentheses {27} indicating the county of the youth’s custody. These numbers for
Maryland are 1-24, alphabetical from Allegany through Worcester, with Baltimore
City=24. In this example, 27 refers to the fictitious county named “Training,” which
is used for training purposes.

e PH = Psychiatric Hospitalization Tracking System for Youth. This is an indicator that
the user is reviewing and updating a PHTSY case record.
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Adding the Case to the Shortcut

At the bottom of the Child Info tab of the Thomas Fake case (fictitious case used in this
User’s Guide), shown here in Figure 11, there is a button called “Add this Case to “My Cases
(shortcuts)” list” which, if picked, will add the Thomas Fake case to the Home page “My Cases
(shortcuts) list. In order to use this feature, follow these steps:

1. Go to the bottom of the Child Info tab for the Thomas Fake case-see Figure 11.

2. Click on the button “Add this Case to “My Cases (shortcuts)” list”

3. Answer YES to the question: Do you want to add this case to your list of shortcuts?

That’s it. Once completed, click on the Home tab and you will find the case you have
selected on your shortcuts list.

Comments lial
Last Update: 3/10/2008 10:52:15 AM
Last Update By: Candice Adams

Edit Barriers to Discharge #
HOSPITAL INFORMATION &

Cage Number: 6164H
Hosgpital: PHTSY -- Training -- Inpatient
Primary Hospital
Worker (Case Owner)
Secondary Hospital
Worker
Secondary Hospital
Worker Access Level

Edit Cagse Ownership #

Candice Adams Send E-mail To ‘anary Hospital Worker (Candice Adams) [ v] Go

<< Back Add case 6164 to "My Cases (shortcuts)" list

e
(Note: You are working from the Training server.)

3/10/2008 10:55:23 AM v
‘ | B
&) # Intermet
m |15 merosott. ~| 8D 2 novel o~ (RS RIE vl gﬂ@@ 11116 AM

Figure 11
In the future you will not have to use the Cases tab to find the case you want. You will

simply need to find the case name on your shortcuts list and click on it (See Figure 12- the
Thomas Fake case is on the My Cases list).
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g SelviF]7]s] Help Contactus  [(LOSOFE)
g \ Home \ Cases \ Users \ Resources \ System \ Personal | Eﬁ
-- Hello Candice Adams. Today is Monday, March 10, 2008, and you're logged on as adamsHospstaff. --
Reminders Add New Input Wizards
- You have no Reminders at this tune - PHTSY:
= New Hospitalization
My Notes/To Do List BB (bt (i i
PHTSY: (sortby last name)
[T 6784 - dohnsan, Timmy ]
Reports
General:
s PHTSY Activity Check
= ReportFinder
= QuickReport |
Save
View Announcements
View SCYFIS Updates
Tip of the Day: (more tips) [v]
&] Dore P Internest

m-‘ 15 Microsoft v" f;] 2 Novell Grou M 7
Figure 12

S AFOP 11:17am

In the future, once the case has been discharged from the hospital and you no longer need
it on your shortcuts list, simply click on the red X next to the case name and answer YES to
the question: Do you want to delete this case from your shortcuts list?

Hospital Information: Case Ownership

Figure 11 depicts a screen contained in the Child Info tab. Each PHTSY user will be
assigned to the hospital unit where he/she works, and will have access to any youth
hospitalized in that unit. This screen contains many features that may or may not be
applicable to a particular hospital, but a brief description of the functionality will help each
hospital determine whether or not this functionality will be useful. Figure 13 (below) shows

the Hospital Information screen in edit mode.

Bleivil 5 Help Contactus  (ES0IGR) ~

Eg __Home Cases | Users Resources System @ Personal | e
= Child Info | Agency Contacts | Discharge Activities | Discharge Notification
<< Back

Cage: 6164 Days Pagt: N/JA  Adnut: 3/10/08 FID: 212 Child: Johnson, Timmy (14.1) {3} [PH_||
HOSPITAL INFORMATION &

Cage Number: 6164H ]

Hospital I

) - Hospital Works
Primary Hospital Worler .

(Case Owner)

Secondary Hospital
Worker

Secondary Hospital
Worker Access Level ‘ ™
Save & Return

Cancel | L

HosP 1AL CASE OWNERSHIP HISTORY

Send E-mail To ‘Pmmary Hospital Worker (Candice Adams) u Go

Hospital Primary Hospital Secondary Secondary Hospital R Last Update
P Worker (Case Owner): Hospital Worker: Worker Access Level astEpds By: v
&]Done @ nternet

m—l [#] 15 Mcrosoft ... Vn £ 2 Novel Grou... V’nﬂﬂ!_ 2 ; éE é‘ @ 1120 am
Figure 13
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The Hospital field cannot be changed- it is a given. The name of the Primary Hospital
Worker (Case Owner) will be entered by the individual responsible for data entry at the
hospital (John Adams in this example). A Secondary Hospital Worker can also be designated.
AT THIS TIME, since all hospital users are set up with Program Level rights, every user can
view and modify every hospitalization case. If a hospital would like to set up user rights to
follow along a Program Level, Supervisor Level, and Hospital Worker Level, in which the
Hospital Workers would only see cases ASSIGNED to them, in a hierarchical fashion, then
the hospital should contact the Governor’s Office for Children, Youth and Families SCYFIS-
PHTSY technical support staff.

The user can change the case ownership at any time. This will ensure that automated
reminders are directed to the appropriate person handling the case.

Entering Discharge Activities

This screen will be the most actively used screen for given PHTSY case. On this screen,

hospitals can document a record of all activities undertaken to facilitate timely and
appropriate discharge. Activities can be recorded by both the hospital users as well as the
MART members and will serve as a running chronology of the efforts taken to assure
appropriate and timely discharge of the youth from the hospital. Initially, when a user first
comes to the Discharge Activities tab for a new case, he/she must click the “here” button to
open up the Discharge Activities screen and create a new activity. Once opened, there are six
required fields for the user to complete (see Figure 14).

o SlelviFy7s] Help Centactus [Lo6 oFf| ~
% Home Cases| Users @ Resources @ System Personal | r@
Child Info | Agency Contacts | Discharge Activities | Discharge Notification
<< Back
Cage: 6164 Days Past: N/A  Achit: 3/10/08 FID: 212 Child: Johnsgon, Timmy (14.1) {3} [FH]l
DISCHARGE ACTIVITIES & \

Readiness for Discharge:
Patient requires contimued inpatient
treatment?*

Estunated Discharge Date:*

Discharge Plan:

© Yes © No

First Proposal * v
Second
Thuird Proj

Transition Services Needed

Is interim placement recommended?* ¢ Yes # No
Action:
Action Date * v
] Done P Interret
mw [ 15 Microsoft.. | 5 2 hovel Grou...  ~|[RER R b é@@-@ 11:20 AM
e

Figure 14

PLEASE NOTE that the Readiness for Discharge fields and the Discharge Plan fields will
CARRY FORWARD to the next Discharge Activity record, so that when the next Discharge
Activity record is entered, only the Action fields (Action Date and Action Taken) are
required. The user will always have the option to change the Readiness for Discharge and
Discharge Plan, but for convenience, it will be assumed that these fields will carry forward
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through time as subsequent Discharge Activity records are entered.

The user will then complete these fields. These fields are similar to the fields on the
tracking forms that were used previously.

Once a Discharge Activity has been completed and saved, the user will see the following
screen (Figure 15). The bottom half contains a brief version of the Discharge Activity record
that was just entered; the top half contains contact information for the MART Coordinator,
the Hospital Staff associated with the case, and, if available, the Lead Agency and other
agency staff persons associated with the case.

SelYiFi/js] Help Contactus [E0G OFF] ~|
% H(_)me Cases Users _Resource_s il Sys_tem Pe_rson_al | :':@
Child Info | Agency Contacts | Dizcharge Activities | Digcharge Notification
<< Back
Cage: 6164 Days Past: NFA  Adiit: 3/10/08 FID: 212 Child: Johngon, Timmy (14.1) {3} [PH]l
DISCHARGE ACTIVITIES el
To: Ce:

¢ Jack Altfather (MART - DHR: 410-767-7789)

¢ Heather Sopher (MART - DHR)

¢ Candice Adams (Primary Hospital Worker: 410-402-8313)
Write E-mail to Selected Recipients |

AddNew | Hide Activity Results | Hide Proposals | 1ofl
* =MART Update

Needs Days Since

Date Inpatient  Action Taken Last Hospital Staff; Type
Treatment? Action

3/10/2008  Yes Contact made with Social Worker 0 Candice Adams Original Revise

1.) Residential Treatment Center - Locked

AddNew | Hide Actrvity Results | Hide Proposals | 1ofl

w

€] ® Interret
m [ 15 Microsoft...  +| 833 Novell Grou...  ~ [ESIENRIER= = e é@ @@ 11:25 AM
Figure 15

At this point there are several options for the user: Sending an Email to Staff, Adding a
Discharge Activity, or Revising an Activity.
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Sending an E-mail to Staff

From the Discharge Activities screen, it is possible to send an e-mail, through the
internet, to staff members associated with the hospitalized youth. Remember that there is no
confidentiality assured when mail is transmitted through the Internet. Do not use identifying
information about the child. In order to send mail through the Internet, follow these steps:

1. Click on either the To or CC radio button for each person to whom you’d like to send

an e-mail;

2. Click on “Write E-Mail to Selected Recipients”

Once this is done, an e-mail dialog screen will open up — complete your message, as

shown in Figure 16, and then click on “Send” to send the e-mail message.
Eg SelYFl7]s] Help Conta(;t us ~
“rar |

Admiuustered by the Maryland Governor's Office for Children ] e

To: AdamsCi@dhmb. state. md.us
From:  AdamsCi@dhmh state md.us
Ce: [
Subject: ‘Message via SCYFIS

Write your message here, being careful not to use the youth's name.
It is best to use the SCYFIS case number. In this instance, the
case number is 6164‘

Message:

Add my message to the Reminders list of:

Cancel I~ Candice Adams

(Nata: Vau are warkine finm the Training carsar | )

&]Dore P Internet
m | 15 Microsoft .. v“ | SEIVCE TSI ~ - InternetEx... el é@@ 11:27 AM
Figure 16
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Adding and Revising a Discharge Activity

Adding a Discharge Activity Record

Figure 15 refers to the bottom half of the screen. A listing of all the Discharge Activity
records will be stored on this screen for review. Click on “Add New” and you will be taken
into edit mode on a new Discharge Activity record. As noted earlier, the Readiness for
Discharge and Discharge Plan sections will already be populated with the information
entered in the prior Discharge Activity Record. Figure 17 displays not only the second
Discharge Activity record entered by John Adams, but also a Discharge Activity record
entered by the Mart Coordinator.

o o i o e e

SIElY]F]7]s] Help Contactus (08 OFF)

Home Cases Users Resources | System Personal| !’is‘ﬁ
Child Info | Agency Contacts | Discharge Activities | Discharge Nofification

<< Back
Case: 6164 Days Past: N/A Adnut: 3/10/08 FID: 212 Chuld: Johnson, Timmy (14.1) {3} [PH]l

DISCHARGE ACTIVITIES @
To: Ce:
©  © Jack Altfather (MART - DHR: 410-767-7789)
¢ ¢ Heather Sopher (MART - DHR)
& ¢ (Candice Adams (Primary Hospital Worker: 410-402-8313)
Write E-mail to Selected Recipients

Add New | Hide Activity Resulte | Hide Proposals | 1of 1
*=MART Update

Needs Days Since
Date: Inpatient  Action Taken: Last Hospital Staff Type
Treatment? Action
3/10/2008  Yes Contact made with Social Worker 0 Candice Adams Original Revige

1.) Residential Treatment Center - Locked
AddNew | Hide Activity Results | Hide Proposals | 1of1

2

# Intermet

7. © Intermet Ex... FER T ¢@ 11:38 AM

a
m| Mirosoft .. | 35 Novel Grou... =
Figure 17

Revising a Discharge Activity Record

In Figure 17, in the bottom of the Discharge Activity screen, it is possible for the user to
revise any of their discharge activity records by clicking on the “Revise” link to the right.
Any activity created by someone else, such as the MART Coordinator discharge activity
record shown in Figure 17 as created by Candice Adams, cannot be revised and will not have

a revise button associated with it.

In general- REVISE A RECORD ONLY IF IT CONTAINS A FACTUAL ERROR.

PHTSY is set up to keep track of the original record as well as all revisions, and so it is
important not to overuse the revision feature. Users are urged to use the SPELL CHECK
button PRIOR to saving a discharge activity record in order to reduce errors in the record

associated with spelling words.
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How to Complete the Discharge Notification

In order to complete the discharge notification screen, it is NECESSARY TO ADD AT
LEAST ONE DISCHARGE ACTIVITY RECORD INDICATING THAT CONTINUED
INPATIENT TREATMENT IS NO LONGER REQUIRED (Figure 18).

Siclyiriris] Help Contactus  (ESGIOFE)
s Home | Cases Users ces System  Personal | m
= Child Info | Agency Contacts | Discharge Activities | Discharge Notification
<< Back
Cage: 6164 Days Past: NFA  Admit: 3/10/08 FID: 212 Child: Johnson, Timmy (14.1) {3} [P[ﬂl
DISCHARGE ACTIVITIES ©)
To: Ce:
¢ Jack Altfather (MART - DHR: 410-767-7789) 7
¢ Heather Sopher (MART - DHR)
© ¢ Candice Adams (Primary Hospital Worker: 410-402-8313)
Write E-mail to Selected Recipients
AddNew | Hide Activity Results | Hide Proposals | 1of1
* =MART Update
Needs
Date Inpatient  Action Taken Type
Treatment? Action:
3/10/2008  No Patient being released to Foster Parents 0 Candice Adams Original Revise
1.) Regular Foster Care
3/10/2008  Yes Contact made with Social Worker 0 Candice Adams Original Revise
1.) Residential Treatment Center - Locked =
@ Internet.

f@é@@ 12:15PM

] Done

m | [ 15 merosott ..~ €D s novelgrou. (SR
Figure 18

Unlike the prior Discharge Activity records entered by John Adams for the Thomas Fake
case, this one answers NO to the question: Needs Inpatient Treatment. Also note that the
Days Past is a red 11, which means that the “Deemed ready for discharge date” was

established 11 days prior to today’s date.
(Example: 6/29/04 minus 6/18/04 equals 11 days).

Because this discharge record has been added, indicating that Inpatient Treatment is NO
LONGER NEEDED, it is now possible to complete the Discharge Notification screen. Figure

19 displays the Discharge Notification screen in edit mode.

SelviFi7]s] Help Contact us -
- Home Cases| Users Resources System Personal | m
B e [ Agency Contacts | Discharge Activities | Discharge Notification

*]

L7
o [

<< Back
Cage: 6164 Days Past: N/A  Admit: 3/10/08 FID: 212 Child: Johnson, Timmy (14.1) {3}

DISCHARGE NCOTIFICATION [SWITCH TO VIEW-ONLY MODE]

Discharge details:
Reminder: Discharge Date cannot be earlier than the Clinically Determined Discharge Date.

Discharge Date:* |
el

Placement at Discharge:* [

Type of Placement:
Fust Proposal: Regular Foster Care

Second Proposal
Third Proposal
Is this an interim placement?* ¢ No € Yes

Name of Placement:

)

B Internet

el 5@@ 12:17 PM

&]Done

m‘ ‘ ] 15 microsoft v” € 5 Novell Grou
Figure 19

The Discharge Proposals appear in this record from the most recent Discharge Activity
record (wherein the Needs Continued Inpatient Treatment is answered NO), and the user
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must enter the Discharge Date and the Placement at Discharge.

If the Placement at Discharge is not consistent with the first Discharge Proposal, the user
should indicate whether the Placement at Discharge is an interim placement. Ifitis an
interim placement (=YES), then the user must answer the question “Why not Discharged to
First Proposal?” This is a text box and the user can explain the reasons why the Placement at
Discharge is not the placement listed as the first Discharge Proposal.

The date of discharge cannot be earlier than the clinically determined discharge date.

Under Name of Placement, the user will fill in one of two sections:
IF THE DISCHARGE PLACEMENT IS HOME/RELATIVE OR OTHER, then the text box
called “Specify Name of People/Address where Child Discharged” must be completed.

IF THE DISCHARGE PLACEMENT IS ANY OTHER CHOICE, the “Service Provider (fill
in ‘Text’ OR ‘From Resources Directory’)” section must be filled in. AT THIS TIME, as the
Resource Directory is not fully populated, the Service Provider Text box might need to be
filled in. However, if the child is discharged to a group home or a residential treatment
center, it might be found in the Resource Directory. It is anticipated that the Resource
Directory is updated, the Quicklist functionality will be activated for PHTSY users- more
details on this will be made available during the summer of 2004.

Once saved, the completed discharge notification screen can be viewed. Figure 20 shows
the completed discharge notification. It should be noted that the banner field called Days
Past now shows a black number 2 — this means the actual discharge date (6/20/04) was only 2
days after the clinically determined discharge date (6/18/04 — a.k.a the “deemed ready for
discharge date”).

o SielYiFiTis] Help Contact us ~
<§I Home Cases Users | Resources System Personal| r’g‘;ﬁ

Child Info | Agency Contacts | Discharge Activities | Discharge Notification
<< Back

Cage: 6164 Days Past: N/A  Admit: 3/10/08 Discharge: 3/10/08 FID: 212 Child: Johnson. Timmy (14.1) (3}[Pm

DISCHARGE NOTIFICATION [SwiTcH To EDiT Mopg] @ ‘

Discharge details:

Discharge Date: 3/10/2008
Placement at Discharge: Regular Foster Care
Type of Placement:
sal: Regular Foster Cave

Name of Placement:

v

- Service Provider -

&] Done @ Intemet

m [ 15 mcrosoft .. | 8D s novelgrou.. RSB f@é@@j& a9PM
Figure 20

That completes the data entry for a PHTSY case.
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Reports

At this time, more reports are forthcoming. Following are the current reporting features

including:
1. Quick Report
2. PHTSY Activity Check
3. ReportFinder

Quick Report

Figure 21 contains a view of the Quick Report dialog screen, which is accessed from the

HOME tab.
55 SelyF7]s] Help Contact us - -~
_ta#d Home Cases Users | Resources System Personal| !b!k.ﬁ
QuickReport

rFilter:

Module:

Jurisdiction

Hospital -
Lead Agency: ™ CSA/MHA I DDA I DJS I DSS I LSS

Proposals: I Home/Relative I~ Therapeutic Group Home
™ Regular Foster Care I~ Residential Treatment Center - Locked
I~ Residential Treatment Center-Unlocked I~ Treatment Foster Care
™ Group Home I~ Return to Prior Placement
I~ Inpatient Substance Abuse I~ Other
I~ Undetermined at this time

Admisgion Date
Clin. Det. Discharge Date

Discharge Date
I~ Interim Placements Only
Case Numbers:

(Bnter comma-separated case mumbers to filier by.)

~Disnlav- 2

&]Done & Internet

m | Mirosoft .. | 55 ovelgrou... ~ (ST FE é@@ 12:20PM
Figure 21

The quick reports template (see Appendix 4) permits the user to pull up cases for their
hospital/ or agency with various features such as closed cases, currently admitted cases and
sort cases by recommendation, date of admission, custodial agency and other features. It is
particularly useful for agency representatives on the MART who would wish to view
currently hospitalized cases on a regular basis.

PHTSY Activity Check

The PHTSY Activity Check Feature permits the user to verify when the last activity on a
case occurred and update the case accordingly (if necessary). For cases that have not been
updated in 7 or more days, the system keeps a cumulative record of requests for updates/email
reminders generated by the system.
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ReportFinder

Throughout the case, a report specific for the case being viewed can be generated directly
from the case. However, these reports are also available via the ReportFinder which is
accessible from the HOME tab. This is useful if the case number is know and the user only
need to run a report on the case.
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Other Features in PHTSY

1.

10.

New Hospitalization Notification: For every new case entered in the system, PHTSY
generates an Email message to the MART agency representative and to the Case
Service Coordination Unit. For example, if DJS is designated as the custodial agency,
then the system will immediately generate an New Hospitalization Email to the DJS
MART representative and the Case Service Coordination Unit. The email will provide
the case number for the New PHTSY case and an access link to the case.

Reminders Notification: The system sends a copy of all reminders to the Case Service
Coordinator and the Administrative Officer at the Case Service Coordination Unit.
This allows the unit to follow-up on reminders and facilitates maintenance of the
database.

MART Liaison to State Hospitals: The MHA MART representative receives an email
notification for each new case admitted to Spring Grove Hospital Center. In addition,
the MART representative for the custodial agency as well as the Case Coordination
Unit will also receive a New Hospitalization Email.

Request for Discharge Notification: The Case Coordination Unit can generate an
email request for a discharge notification (to users of the system) by sending an email
from the discharge notification screen. However, this screen is only accessible by
users and MART agency representatives if the hospital social worker has indicated
that the child no longer requires inpatient treatment on the discharge activities
screen.

Date since last activity: This section on the discharge activities screen records the
number of days between hospital updates of the discharge activity screen.

Days Past: This tab at the top of the PHTSY screen for each case indicates the number
of days past the clinically determined discharge date that the child remains
hospitalized. If the child is still in the hospital and has overstayed, this field will be
red. If the child was an overstay but is no longer hospitalized, this field will be black.
The Clinically Determined Discharge Date: The most recent Clinically determined
discharge date can be viewed by going to the discharge activities screen and clicking
on the most recent discharge activity record that indicates that the child no longer
requires inpatient treatment.

Revising Discharge Activity Records in PHTSY: PHTSY allows users to revise
discharge activity records but keeps a footprint of the original record.

Only Hospital Social Workers can change the clinically determined discharge date.
Only GOC staff can delete a duplicate case or a case entered in error in PHTSY. For a
case to be deleted, staff from the Case Service Coordination Unit will authorize the
deletion in writing and most often attach written authorization from the Hospital
social worker assigned to the case or cc the Hospital social worker on the email
request to GOC IT staff.
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Additional Questions

For additional questions about PHTSY or this user guide, please contact Musu Fofana at

mfofana@dhmbh.state.md.us or 410-402-8314.
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